
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

DIVISION I ---- ---I___ 

I *  
INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward sianed oriainal to'  - ~~ ~- 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, leorg;, 30334. 
Attention: Scheduling Section. I ,A ! 

Georgia Por t s  A u t h o r i t y  
R i sk Management Department 
Post O f f i c e  Box 2406 
Savannah,'Georgia 31402 

a. 
b. 

2 Estaoiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation: no further accumulation anticipated. 

-:~c. .5(~Arr~nd~APp!ication..No. - 78:24k!~:--Check One: B~ Change; .-CLSuper.cede; O.=Void-~_;- ~~~ 

4. 0 3 a s  of Series 
. __ _- I 5, Re&& Series Title (followad by title used in office; if different) 

- ~ .~ _==. -~ - -~ -~ - 

What is the function of the Division and the Office in which this record series is created? 

I Eap'ie53 
- ~. 1975 
6, Diviatonand Wits F u d o n  

Responsible for eva lua t i ng  recommendations and approv ing 'appropr ia te  insurance coverage; 
r e p o r t i n g  set t lements of  c la ims by and aga ins t  GPA t o  D i r e c t o r  o f  Admin is t ra t ion; 'approves 
recommendations f o r  s o l u t i o n s  regard ing l i a b i l i t y  and payment. Ensures adherence t o  
Safety  8, Loss Cont ro l ;  supervises Por t  P o l i c e  Department, supervises and mainta ins accident 
record systems; prepares and submits t o  management and superv isors regu la r  monthly r e p o r t s  
on s t a t u s  o f  safety .  Acts i n  adv isory capac i ty  on mat ters  of Safety  and Loss Contro l  for 
d i v i s i o n  and departmental guidance of management, superv isors and personnel. 

~ ~ ~ -~ ~ ~ ~~ ~. ~. - ~~~- ~~ __ ~- ~ ~~~~~~~ .~~~ . ... ~ . 

7. Record Series DercP iph  This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. : 

Documents relating to: Damages t o  property,,  cargo and personal i n j u r i e s .  

lnduded are: Closed c l a i m  f i l e s ,  i n a c t i v e  s e c u r i t y  repo r t s .  

File is arranged: Numerical ly by c l a i m  number 

-__ ._-_ -- - ~.~ ___ . . _ _ ~ . _ ~ _ _ _ _ i ;  
8. Monthly Reference Rate How often are records referred to which are: 

One to six months old D O L ! L ;  Seven to twelve months old Da i I V ; Thirteen to twenty-four months old -.-.----.; 5 

- _-. ~ _ _ - _ I _ .  . --- -. ~ _. 
twenty-five months and older- JEe&d 

4 boxes Letter-size drawers -=.-.-=-; Legal-size drawers ~--; Shelves .-;Other (specify) -_- 

I 
~ l_l 



'1. Retention Requirements ..I The foltowing requires the series to &,kept: 

a. State Law ~ .. -yeais. d. Audit period - ------years. 
b. Statute of limitatipn .. - ~- ~ ~. . ~~ -years. e. Administrative need A. .. 12 .. .---.years. 
c. Federal law - _= ~~ ~~ -~ ~ -ye;is. f. Fedefar~ietz5E5n instruttioris -. ..~ . .yean. 

Attach copy or excerpt of laws or reg!!ationr. Explain i4dministrative need. 

Under advice of Port lawyer, should r e t a i n  these f i l e s  for pe r iod  of 12 years. 

- ~~~ ~ ~ . ~~ ~ ~ -~ - ~. 

- --..- ~ -... ~ ~ . .  . ~~ ~ ~ ~ ~ . ~ -~  __q 

12 ADomved Disposition Instructions This agency recommends that the file series be cut olf a t  thb end of each: 

0 Calendar Yetis: Kl Fiscal rear; 0 Other - ~ I ~~ ~ -------then, 

[81 Hold in the current f i les  area ~ - . .  -,month($) _~ . l  
(x Transfer to local holding area, hold ~ 1 1 
0 Transfer to Steta R0a;rd: Center; hold ~~~~- .. . ~ yest(r); then 
B Destroy. 
0 Tracsfer to State Archives for permanent retention. 
0 Other (Specify) 

- year(s); then 
-. year(s); then 



.\ .. * 
APP LlCATlON FOR RECORDS RETENTION SCHEDULE 

c. X Amend Aoolicaation No. -78 -74 1 CheckOne: Q Chanw: Sumcede: c3 Void 
2. bates cf Slrier I 5. Reaxds Series Title (followed bv tide u s 9  in of;'ca: if diffsrentl 

OFFICE OF THE SECRETARY OF.STATE 

RECORDS MANAGEMENT DIVISION 
ARCH,VESAND ~,SIORY 

f Esrlirs: Later, 
1 

. 1961 To Date Closed and Inac t i ve  Clalms 
What is the funcn'on of the Oiviiion and the Office in which this record series i s  c e x e d ?  

4 The D i r e c t o r  of Finance i s  responsib le  f o r  t he  accounts of t h e  Au tho r i t y  and es tab l i shes  and ' 
mainta ins accounting methods and procedures for t h e  Author i ty .  He approves a l l  expenses f o r  1 t h e  D i rec to rs '  meetings; i s  responsib le  f o r  t h e  a u d i t i n g  and accounting prov is ions  of a l l  
con t rac ts ,  leases and agreements of t h e  Author i ty ;  provides p ro tec t i on  of the  assets w i t h  
adequate i n t e r n a l  con t ro l  procedures and assures proper insurance coverages f o r  t h e  Au tho r i t y ' s  
p roper t ies ;  and coordinates t h e  preparat ion of t h e  annual budget w i t h  t h e  var ious d i v i s i o n s .  
Under h i s  superv is ion,  monthly f i nanc ia l  statements are publ ished and r e l a t e d  f i n a n c i a l  and 

h i s  responsibi I i t y  as we1 I as t h e  maintenance of a l  1 cont racts ,  leases and agreements o f  t h e  
Author i ty .  

j cos t  data repor ts  a r e  prepared and d i s t r i b u t e d .  The purchasing, f unc t i on  Is also a p a r t  o f  

7. RIcord Series Demiptim 

Documents relating to: 

This fib contains the following documents h d u d e  form numbersand rir/@s, i f  any): 
Am& samoles of the file. 
Damages t o  proper ty ,  cargo sh ipp ing e r ro rs ,  b o d i l y  I n j u r i e s  i 

i 

- I -  

~ I induaedare: Closed c l a i m  f i les - ,  i n a c t i v e  s e c u r i t y  repor ts .  

! 

F i b  is  arrangsd: I Numer i ca I I y by claim number. 
I 1 

8. Monthly Reference Rate 
One to six months old 

9. Annual Rats of Accumulation of Remrds 

How often are records referred KO which are: 1 
! twenty-five months and older 1 

' Letter-size drawers ; Legal4ra drawers ; Shelves ; Other (specify) 

* Seven to twalva months old 200 ; Thineen to twenty-four months old 
! 

f 
1 

I 

~ + 5 0 - n .  RW, 7 0  { O W )  

i 
.- ~ ~~ 

~~ __ ~~ -~ - 



lie proper miurnill . 
curiw handling? If yes, cite law or regulation. 

1 11. Rstention Raquiremenu The foltowing requires the series to be kept: 

I a. State Law .c 4 ym8n. 1. Audit period years. ! 
5. Sr3tute of limitation years. e. Administrative need -. vtars. 
c. Cx!eral !aw years. f. Federal retention tnmuctions years. 

. .  
! : Attach copy or dxwrpt of lava or regulations. Explain administrative need. ' 8  ' . .  

- 

~~. I - 
, then, s- 

- .- 
~~ , 

: . Calendar Year; 0 Fiscal Year: (B Other 
.. - - -  .~ . 

- . .  . -  . .  . -  
0- Hold in,thc current files area - month(s) year(s): then . 

. 
~~ a Transfer to local holding area, hold a ! ' year(s):then ~ - . ~, . 

0 ?rand% to State &cards Center; hold .. yearls); then - .  ~ . , .  . - 
t3 Destroy. ,~ .. 

J Transfer to State Armives for permanent retention. 
0 9)ther &eciel 

_ .  - -~ 
~~ , .  -~~ . 

- .  

When claim is closed or inactive &move from active file and place in inactive file; 
cut off inactive file at end of each,fiscal year; then transfer to local holding . 
area, hold 4 years; then destroy.. 

require a c la im  to be held f o r  a period 

. - , I  . .  , .  

* This schedule i s  exclusive of any claims 

~ . -  : 
- ~. ~~ - ~ ~~ ~~~ 

falling under Admlralty Law. 
f eight to ten years. 

Admiralty Law would 

T h e s  instnjcrions apply to all prior and future rccurnuldtionr of rhe series. 

?earnmendations in para- 
it8ph 12 are apcroved. 
If disapproved, anad, tenw 
If explanation.) 



. APPLICATION FOR RECORDS RETENTION SCHEDULE 

- - ..i--"_- 

FOR AGENCY USE 

9-13-78 

28 

4ppiication Data 

I 
~ 

4pplication Number 

-~ - - ~~ - 

*- 

FOR RECORDS MANAGEMENT USE ' _  
-I__ 

1. Agency Address 
Georgia Ports Au tho r i t y  ; Application Number 

F i  nance D i  v i s i o n  
Post O f f i c e  Box 2406 
Savannah , Georgia 31402 

Date Received Date Completed 
OCT - 

~- 

lg7* I OCT 2 3 1978 . .  - -- -. - ---___ ~ ~ 

-- -- I_____ - _  
1. Record Series Description 

Documents relating to: 

I T h i s  file contiins tfid followhg documents (include form numbenand titles, if any): 
Attach samples of the file. 
Damages t o  property,  cargo shipping erros, b o d i l y  i n j u r i e s .  

.. 

Included are: Closed c la im  f i l e s ,  i n a c t i v e  s e c u r i t y  reports.  

File i s  arranged: Numerical ly - - .  - -- ____ 
3. Monthly Reference P d m w h i c h  Rate are: 

5 ; Thirteen to twenty-four months old --..--; 200 One to six months old 
twenty-flve months and older ? 

3. Annual Rate of Accumulation of Records 

2oo ; Seven to twelve months old 

_I-___--__ - _I__ -_ __ _--- - _ _  -- 
Letter-size drawers ; Legalsize drawers 1 ; Shelves ; Other (specify) - 

-.- .../-.- . 
R--50-71. Rev. 76 ( O W )  



h 
~ _.-__ .I__ ̂. _:*-=..__ ._~ . '*. ~~~ --_<--- ...- 1 __-_.-.I ..-. .r-;;--.-vI.- -+-.a 

.tl__- ~. -7- 
4 T. - ~. 

~~ 
(Place an "X" in the p r o g r - I c o T  

x- J-..? , a. Is this the official copy of the series? 

b. Does the series contain qnfidential information requiring securiw handling? If yes, cite law or regulation. ,i 
If not. where is  it? ' . 

L 

1 4 ,  ' 
I .  I x 1 d . o e s  this series have historical or long terrp research value? - 

e. When one or two documents in the fi le make it necessary to keep the entire file for a:long period, could these 
' _  

- ies evermuhli&exi? ' If v e s m &  CODY. ~~ 

ratelv? 

ever analyzed and/or recorded in a summarized report? 
nach CQBY. __I 

h. Is there a duplication of this series in your office, or in another office or agency? 
if.yu-ew? John Donaldson's Office. Only claims involving property & cargo dama9s. - 

_I .J . ~ I  _Llz-t~serieslor~~~~itli~adrmicr.~ed) -- 
-_.I x ~ ~ ~ ~ - L - D & s t J m r ~ d ~ l t  in a compute r w  iataur2____ 

at4 

- 
11. Retention Requirements The following requires the series~to be kept: 

---.-years. . d. Audit period years. a. State Law 
b. Statute of limitation years. e. Administrative need .years. 
c. Federal law years. f. Federal retention instructions - years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
1 

- __- ~- - ~ - -  
I2 Arrnroved Disposition lndructions This agency recommends that the f i le series be cut otf K m v L g  

0 Calendar Year: 0 Fiscal year; e0 Other _-___ - then, 

Hold in the current files area month(d 2 yeark); then 
[81 Transfer to local holding area, hold L y e a r ( s ) ;  then 
0 Transfer to State Records Center; hold ---year(s); then 
IXI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

These instructions apply to al l  prior and future accumulations of the series. 

-1- ___ - 
4geney Head/_I&igne~~ignan.- A Date Date 

lecommendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
if explanation.) 

__--- - ,  , 
3-50-71; R W . ~  

- ~~ ~~ ....: .. .. . . 
. .  . .  

I . '...< 


